
How to Complete the Form I-9 

Employment Eligibility Verification 

I-9 Processor – Section 2 Instructions

Texas A&M Engineering 

What is the purpose of the Form I-9? 

“Form I-9 is used for verifying the identity and employment authorization of individuals hired for employment in the United 
States. All U.S. employers must ensure proper completion of Form I-9 for each individual they hire for employment in the 
United States. This includes citizens and noncitizens. Both employees and employers (or authorized representatives of the 

employer) must complete the form. On the form, an employee must attest to his or her employment authorization. The 
employee must also present his or her employer with acceptable documents evidencing identity and employment 

authorization. The employer must examine the employment eligibility and identity document(s) an employee presents to 
determine whether the document(s) reasonably appear to be genuine and to relate to the employee and record the 

document information on the Form I-9.” 

https://www.uscis.gov/i-9  

How do I complete Section 2 of the Form I-9? 

Section 1 of the Form I-9 needs to be completed by the employee on or before their hire date. 

Section 2 of the Form I-9 needs to be completed within 3 business days of their hire date in order to maintain compliance with USCIS. 

Sample Form I-9s are on pages 1-26.

***Please note that these are only samples. They do not dictate which documents the employee is required to present for Section 2.*** 

For detailed instructions on how to complete Section 2 the Form I-9, please refer to pages 32-39.

What documents can the employee present to verify Employment Eligibility? 

Please see the List of Acceptable documents on page 43.  

Please contact Cathleen Karr Simons at ckarr17@exchange.tamu.edu with any additional questions. 

https://www.uscis.gov/i-9
mailto:ckarr17@exchange.tamu.edu
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ckarr17
Text Box
THIS IS ONLY A SAMPLE.  THIS DOES NOT DICTATE THE DOCUMENTS THE EMPLOYEE IS REQUIRED TO PRESENT TO COMPLETE THE FORM I-9. 

ckarr17
Text Box
U.S. Citizen Example

ckarr17
Text Box
Please verify the information in Section 1 of the Form I-9 is correct before proceeding to Section 2. 
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ckarr17
Text Box
If the employee has attested that they are a U.S. Citizen and they have not provided their Social Security Number in Section 1 of the Form I-9, please have employee correct before proceeding.
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ckarr17
Text Box
Please see the List of Acceptable Documents on page 42 to determine which List (List A,B, or C) they fall into. 
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Text Box
Please ensure that the information regarding who completed Section 2 is correct before submitting the Form I-9. 
(Ex. Name, Title, Location etc.)  
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Text Box
PLEASE CONFIRM HIRE DATE BEFORE APPROVING. THE HIRE DATE MUST MATCH THE FIRST DATE OF EMPLOYMENT
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Text Box
NOTE:
 - If the employee has provided the following documents for Section 2 of the Form I-9, please UPLOAD a CLEAR copy to the OnDocs section of the employee's Guardian profile before submitting:
1.) U.S. Passport or U.S. Passport Card
2.) Permanent Resident Card 
3.) Employment Authorization Card
*If Form I-9 is completed during Onboarding follow normal scanning protocol
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Text Box
Once you complete Section 2 of the Form I-9 you will be prompted below to electronically sign the document by checking the box and entering your UIN as your login. 
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Document Number 
(Section 2)

ckarr17
Line

ckarr17
Rectangle

ckarr17
Text Box
Passport Expiration Date

ckarr17
Text Box
Please make sure the image is clear. E-Verify photo matching is required for U.S. Passports, U.S. Passport Cards, Permanent Resident Cards and Employment Authorization Cards. 
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Text Box
THIS IS ONLY A SAMPLE.  THIS DOES NOT DICTATE THE DOCUMENTS THE EMPLOYEE IS REQUIRED TO PRESENT TO COMPLETE THE FORM I-9. 
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Lawful Permanent Resident Example
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Text Box
Please verify the information in Section 1 of the Form I-9 is correct before proceeding to Section 2. 
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If the employee has attested that they are a lawful permanent resident and they have not provided their Social Security Number in Section 1 of the Form I-9, please have employee correct before proceeding. 
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Text Box
Please see the List of Acceptable Documents on page 42 to determine which List (List A,B, or C) they fall into. 
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NOTE:
 - A lawful permanent resident does not have to use their permanent resident card to prove work authorization to complete Section 2 of the Form I-9. 
- However, the employee should present the I-9 Processor  with their permanent resident card so that the I-9 Processor can verify the information provided in Section 1 of the Form I-9 is correct. 
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Text Box
Please ensure that the information regarding who completed Section 2 is correct before submitting the Form I-9. 
(Ex. Name, Title, Location etc.)  
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Text Box
PLEASE CONFIRM HIRE DATE BEFORE APPROVING. THE HIRE DATE MUST MATCH THE FIRST DATE OF EMPLOYMENT
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Text Box
NOTE:
 - If the employee has provided the following documents for Section 2 of the Form I-9, please UPLOAD a CLEAR copy to the OnDocs section of the employee's Guardian profile before submitting:
1.) U.S. Passport or U.S. Passport Card
2.) Permanent Resident Card 
3.) Employment Authorization Card
*If Form I-9 is completed during Onboarding follow normal scanning protocol
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Once you complete Section 2 of the Form I-9 you will be prompted below to electronically sign the document by checking the box and entering your UIN as your login. 
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Card Expiration Date (Section 2)
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USCIS Number (Section 1)
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Document Number (Section 2)
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Text Box
Please make sure the image is clear. E-Verify photo matching is required for U.S. Passports, U.S. Passport Cards, Permanent Resident Cards and Employment Authorization Cards. 
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Text Box
THIS IS ONLY A SAMPLE.  THIS DOES NOT DICTATE THE DOCUMENTS THE EMPLOYEE IS REQUIRED TO PRESENT TO COMPLETE THE FORM I-9. 
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F-1OPT/STEM Example
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Text Box
If the employee has attested that they are an "alien authorized to work until," and they have not provided their Social Security Number in Section 1 of the Form I-9, please ensure that they do not have a Social Security Number. 
If they do have their SSN, please send the Form I-9 back to them to add before proceeding. 
If the employee has applied for and has not yet received the Social Security Card, please proceed with Section 2 of the Form I-9 and submit to I-9 Partner. 
Please keep track of these individuals to ensure that within a 3-4 weeks they provide you with their new SSC.  
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Text Box
Date should match EAD Card expiration date. 
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Text Box
Please verify the information in Section 1 of the Form I-9 is correct before proceeding to Section 2. 
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Text Box
Please see the List of Acceptable Documents on page 42 to determine which List (List A,B, or C) they fall into. 
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Expiration date should match date provided in Section 1 of the Form I-9 and match the expiration date on the EAD card. 
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Text Box
Please ensure that the information regarding who completed Section 2 is correct before submitting the Form I-9. 
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Text Box
NOTE:
 - If the employee has provided the following documents for Section 2 of the Form I-9, please UPLOAD a CLEAR copy to the OnDocs section of the employee's Guardian profile before submitting:
1.) U.S. Passport or U.S. Passport Card
2.) Permanent Resident Card 
3.) Employment Authorization Card
*If Form I-9 is completed during Onboarding follow normal scanning protocol
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Text Box
Once you complete Section 2 of the Form I-9 you will be prompted below to electronically sign the document by checking the box and entering your UIN as your login. 
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If the employee did not insert their USCIS in Section 1 of the I-9, you will be prompted to insert the employee's USCIS number. This number is located on the front of the EAD card (see image on next page).
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USCIS Number (Section 1)
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Card Expiration Date (Section 2)
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Document Number (Section 2)
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Text Box
THIS IS ONLY A SAMPLE.  THIS DOES NOT DICTATE THE DOCUMENTS THE EMPLOYEE IS REQUIRED TO PRESENT TO COMPLETE THE FORM I-9. 
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Text Box
F-1 Student Example
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Text Box
Please verify the information in Section 1 of the Form I-9 is correct before proceeding to Section 2. 
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If the employee has attested that they are an "alien authorized to work until," and they have not provided their Social Security Number in Section 1 of the Form I-9, please ensure that they do not have a Social Security Number. 
If they do have their SSN, please send the Form I-9 back to them to add before proceeding. 
If the employee has applied for and has not yet received the Social Security Card, please proceed with Section 2 of the Form I-9 and submit to I-9 Partner. 
Please keep track of these individuals to ensure that within 3-4 weeks they provide you with their new SSC.  
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Text Box
Date should match "Program Completion" date on Form I-20.
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Text Box
Please see the List of Acceptable Documents on page 42 to determine which List (List A,B, or C) they fall into. 
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For F-1 Students and J-1 Students/Visitors, their I-94 will not have a specific expiration date. It will have "D/S" for "Duration of Status". This is because for these visa types the I-94 is not their "controlling documents", they are the Form I-20 and the Form DS-2019. 
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NOTE:
 - The Form I-20 needs to state "Texas A&M University" as the "School Name". If any other school is listed please contact Cathleen Karr Simons immediately. 
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Text Box
Expiration date should match date provided in Section 1 of the Form I-9 and match the "Program Completion" date on the Form I-20.
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Text Box
Please ensure that the information regarding who completed Section 2 is correct before submitting the Form I-9. 
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Text Box
NOTE:
NO DOCUMENT SCANS ARE NEEDED FOR A F-1 STUDENT FOR FORM I-9. 
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Text Box
Once you complete Section 2 of the Form I-9 you will be prompted below to electronically sign the document by checking the box and entering your UIN as your login. 
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I-94 Document Number (Section 2)
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I-20 Document Number (Section 2)
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Program Completion Date (Authorized to Work Until)
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NOTE:
 - The Form I-20 needs to state "Texas A&M University" as the "School Name". If any other school is listed please contact Cathleen Karr Simons immediately. 
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Text Box
THIS IS ONLY A SAMPLE.  THIS DOES NOT DICTATE THE DOCUMENTS THE EMPLOYEE IS REQUIRED TO PRESENT TO COMPLETE THE FORM I-9. 
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Text Box
J-1Student/Visitor Example
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Text Box
Please verify the information in Section 1 of the Form I-9 is correct before proceeding to Section 2. 
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If the employee has attested that they are an "alien authorized to work until," and they have not provided their Social Security Number in Section 1 of the Form I-9, please ensure that they do not have a Social Security Number. 
If they do have their SSN, please send the Form I-9 back to them to add before proceeding. 
If the employee has applied for and has not yet received the Social Security Card, please proceed with Section 2 of the Form I-9 and submit to I-9 Partner. 
Please keep track of these individuals to ensure that within a 3-4 weeks they provide you with their new SSC.  
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Text Box
Date should match "Program Completion" date on Form DS-2019.
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Text Box
Please see the List of Acceptable Documents on page 42 to determine which List (List A,B, or C) they fall into. 
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Text Box
For F-1 Students and J-1 Students/Visitors, their I-94 will not have a specific expiration date. It will have "D/S" for "Duration of Status". This is because for these visa types the I-94 is not their "controlling documents", they are the Form I-20 and the Form DS-2019. 
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NOTE:
 - The DS-2019 needs to state "Texas A&M University" as the "Program Sponsor" and "Primary Site of Activity". If any other school is listed please contact Cathleen Karr Simons immediately. 
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Text Box
Expiration date should match date provided in Section 1 of the Form I-9 and match the "Program Completion" date on the Form DS-2019.

ckarr17
Rectangle

ckarr17
Line

ckarr17
Text Box
Please ensure that the information regarding who completed Section 2 is correct before submitting the Form I-9. 
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Text Box
NOTE: 
NO DOCUMENT SCANS ARE NEEDED FOR A J-1 STUDENT FOR FORM I-9. 
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Text Box
Once you complete Section 2 of the Form I-9 you will be prompted below to electronically sign the document by checking the box and entering your UIN as your login. 
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I-94 Document Number (Section 2)
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J1
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DS-2019 Document Number (Section 2)
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Program Completion Date (Authorized to Work Until)
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NOTE:
 - The DS-2019 needs to state "Texas A&M University" as the "Program Sponsor" and "Primary Site of Activity". If any other school is listed please contact Cathleen Karr Simons immediately. 
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THIS IS ONLY A SAMPLE.  THIS DOES NOT DICTATE THE DOCUMENTS THE EMPLOYEE IS REQUIRED TO PRESENT TO COMPLETE THE FORM I-9. 
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Text Box
H1B/TN/O1 Example
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Text Box
Please verify the information in Section 1 of the Form I-9 is correct before proceeding to Section 2. 
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If the employee has attested that they are an "alien authorized to work until," and they have not provided their Social Security Number in Section 1 of the Form I-9, please ensure that they do not have a Social Security Number. 
If they do have their SSN, please send the Form I-9 back to them to add before proceeding. 
If the employee has applied for and has not yet received the Social Security Card, please proceed with Section 2 of the Form I-9 and submit to I-9 Partner. 
Please keep track of these individuals to ensure that within 3-4 weeks they provide you with their new SSC.  
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Date should match "Admit Until Date" on I-94.
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Please see the List of Acceptable Documents on page 42 to determine which List (List A,B, or C) they fall into. 
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I-94s for these visa types are on the I-797 Approval Notices
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For H1Bs, TNs and O1s, their I-94 will  have a specific expiration date. 
This is because for these visa types the I-94 is  their "controlling document". 
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Please ensure that the information regarding who completed Section 2 is correct before submitting the Form I-9. 
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NOTE:
NO DOCUMENT SCANS ARE NEEDED FOR AN H1B FOR FORM I-9. 
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Once you complete Section 2 of the Form I-9 you will be prompted below to electronically sign the document by checking the box and entering your UIN as your login. 
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I-94 Document Number (Section 2)
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H1B
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2/15/2020
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Text Box
I-94 Document Number (Section 2)
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I-94 Expiration Date (Authorized to Work Until) Section 2
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NOTE:
I-797A Approval Notice MUST say Texas A&M Engineering Experiment Station OR Texas A&M University as the Company. If you see an I-797A for another company or university please contact Cathleen Karr Simons immediately. 
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I-94 Expiration Date (Authorized to Work Until) Section 2
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